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Setup Email in Outlook 2010

Click the Start menu.

Select All Programs.

Select Microsoft Office.

Click Microsoft Outlook 2010.
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5. The Outlook Splash screen and Microsoft Outlook 2010 Startup wizard windows appear.
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6. Click Next.


https://ehelp.wiki.csupomona.edu/File:Email_images_outlook2010_office2010_02.gif

Microsoft Outlook 2010 Startup

Welcome to the Microsoft Quiiook 2010 Startup Wizard, which will guide you through the
process of configuring Microsoft Outask 2010.

7. The Account Configuration window will appear, select "Yes" to configure a Microsoft Exchange email account.


https://ehelp.wiki.csupomona.edu/File:Email_images_outlook2010_office2010_03.gif

You can configure Outlook to connect to Internet E-mail, Micrasoft Exchange, or
other E-maid server, Would you lke to configure an E-mail account?

8. On the Add New Account window:
9. Your name will populate as long as you are logged into the computer under your user id and password.
10. Click Next. The system will automatically find the server settings.
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Add New Account ’

Auto Account Setup
Click Mext to connect to the mail server and automatically configure your account settings.

@ E-mail Account

‘Your Name: 3

Example: Ellen Adams
E-mail Address: - -

Example: ellen@contoso,com
Pasﬂwﬂrd: S DA D D D

Retype Passworgd: |Fesssssssss

Type the password your Internet service provider has given you.

(") Text Messaging (SMS)

(”) Manually configure server settings or additional server types
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.,3 Add New Account

Congratulations!
i

Configuring

Configuring e-mail server settings. This might take several minutes:
+  Establish network connection

" Search for » server settings
+"  Logon to server

Your e-mail account is successfully configured.

[ Add another account. .. ]

[ Manually configure server settings

< Back [ Finish ]l Cancel ]

1. A successful connection to the server will produce a confirmation window. Click Finish.



Configuring

Configuring e-mail server settings. This might take several minutes:
+"  Establish network connection

" Search for agarteaga@csupomona.edu server settings
=" Logon to server

Your e-mall account is successfully configured.

] Marusally configure server settings

11. Outlook will launch for the first time and ask for your preferences in regards to updating Microsoft Office.
1. Select the Use Recommended Settings radio button.

1. Click OK.
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Use Recommended Settings

Install important and recommended updates for Office, Windows and other Microsoft software. Offer me new optional Office and
Micrasoft software, check online for solutions to problems, download files to help Microsoft diagnoss system problems, automatica
update Office content, and help improve Office.

v B

Install Updates Only

() Install mportant and recommended updates for Office, Windows and other Microsoft software. Offer me new optional Office and
Microsoft software.

e Don't make changes
C.

Chaoasing this option could expose your computer to security threats.

Some information might be sant to Mirosoft. This information is not used to identify or contact you.
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